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PROPOSED DISTRIBUTION OF DUTIES AND RESPONSIBILITIES
FOR THE PROCESSING OF TRAVEIEES

1. PROBLEM. The purpose of this proposal is to set forth the steps neces-
gary to implement decisions stated in attachment € to memorandum dated
8 Mey 1953 from the ADD/A to the Management Officer.

2. POL&CIES, The sbove mentioned memorandum stated the following policiea:

a, Certain functions now performed by the Passenger Movement Branch
should be transferred to the Travel Section of the Central Frocesslng
Branch in order to accomplish en efficlent operation and to elimi-
nate the hasis for some current eonfusion. Specifically, such
activities as contacting csrriers and pieking up tickets should
be carried on incidentally with the function of planning itineraries.

b. In order to provide unified direetion in the performance of the
procesges involved in asgisting domestic snd overseas travelers
and their dependents, the Central Processing Brench should be
cherged with the responsibility for all of these operations.

¢. The Centrsal Processing Branch should be equippéd with a table of
organization which reflects this over-all responsibility.

d. The Chief of Logistics should be responsible for nominating snd =g
recommending qualified technicel employees for the Travel Section
upon request from the Central Processing Branch. Such employees
should have a Logisties 0ffice career designation snd be under the
jurisdiction of the Career Serviece Board established for the
Logiastica O0ffice.

e. The Transportation Division would be expected to furnish normal
technical staff assistance, guidance, and advice with respsct to
the performance of technical transpertation functions of the
Central Processing Braneh and to survey the performance of such
functions and make appropriate recommendations.

f£f. The Chief of Logistics should delegate authority to Central Process-
ing Branch to incur expenses in connection with its itransportation
functions.

ge Domestic travel should be handled by Central Processing Branch.

3., PROCEDURES. The following procedures will be performed by CPB and PMB
as indicateds : .
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ges. CPB will {nterview the traveler, prepars hls itin-
erery, make his reservations, sceure his tickets, deliver the
tickets to him, and certify the carrier's will or furnish the
Comptroller sppropriste advice in lleu of certifying the bills.

B dents ip H usrters Area. These will be processed Wy
Eﬁ % %c same manner as espioyees, (1) above.

_ ! arters Area. These will be processed
by CPE threuch Lhe E ey iith the employse and by corres-
ponding with the dependents. Generslly, the same forme and
procedures presently in use in PMP will be used by CPR for
this purposs.

. Effacts
{1) Bna ed Peggape. CFP will brief the traveler, ssalgn
gﬁ%% nﬁ% er for the shipment, and, except whers the

)

traveler pays cash for shipmert of this baggage, complsie
shipping date form and send ssld form to PME. Upon receipt
of shipping data form, PR will complete snd send to C¥" a
Government /L if necessary, which will then be turned over
te the traveler. PME will make all arrsngements with carriers
for transporting baggepe, will follow up on shipments to se~
cure expeditious movement, and will certify cerriers' bills.

(2) %. CPE will brief the traveler, assign en identity
o

25X1A1d

18}

r the shipment, where possible bave the traveler in-
dlcats a preferred packer from & list of packers with whom the
10 has made contracts, select the paciker based on a reasscnable
distribution of btusiness among the packera listed, and prepare
a shipping data form which will be immedlately cent to FiR.

FMBE will make all srrangements for packing, crating, and trans-

up on shipments to secure expeditious movement, anc
tify carriers' bills.

Astomobliles. CPE will brief the traveler and asglgn an iden~

; r to the shipment, ¥here possible, CPR will arrange
to have the traveler deliver his car to the port. If there

is sound reason for heving the Agency deliver the car to the
port, PEE will arrenge for such delivery. The shipping data
form will be completed Yy CPE end ment to PHB. PHMP will
arrsage for sll processing of the car, will srrange for handling
by the carriers, will follow up en shipments io secure expe-
ditious movement, and will certify carriers' bills.
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c. Passports, Visss, and ACC Cerds. CFB will brisf the traveler on
ail %tﬁ pﬁﬁﬁgﬁg To these items, will sssist the traveler
in eompleting necessary forms, and will arrange for pick-up and
delivery of these items.

d. Cables.

(1) Travelsrs. ETA cables will be prepared ty CPB and delivered
e appropriste releasing division.

(2) Effects. :Th cables will be prepared by FMB and delivered to
the sppropriste releasing division.

e. Refupde. CPE will handle the returs of unused tickets following
the seme procedures and using the same forms a8 are presently
being used by PHP.

TABLES OF OHGANIZATION., As & result of a mstudy conducted by O°F Service
{staff study dated 2-6-53) the follewing workload dats was secured: 25X9

Besed on this material it was recosmended that a T/

et&m estab~ 25X9
lished for the completc travel processing functien {inciuding shipment

of effects). This wuld pormit the accomplisbment of & peak load of

over cases per month.

Average monthly worklosd . . « + <+ o o 0 s 0 02
Aversge man~doys per month (FMB & CFB} « « o v &
c:‘mpsrm-évQ.lnlt.i"lit&’!l
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The following propossd ¥/C's are based on the recom-ended total of N
positions: -

s. Centrel Processing Pranch, Travel fection

25X9

Chief of “ection (Traneportation Officer)
Apaistant Chief of Section (Trensportation
0fficer)
Clerk-r tenographer
Transportation "fficers and/or Traffic Clerks
Cable Clerk {Clerk S tenographer)
Total, CPP Travel fection

b. FPasssnger Movepent Branch

Chief of Branch {Transportation Dfficer)
asgistant “hief of Pranch {Transportation
officer) :
Clark-5 tenographer
Transportation officers and/or Traffic Clerks
Cable Clark (Clerk-Ctenographer;
Clerk-Typist ‘
Total, PMD
T0TAL 1/0, Both Units
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TMPLENERTATION. The following actions are required to carry out the
directives contained in the ADD/A's memo of § May 1953:

a. Estshlishment of the detailed T/0.

b. Approval of ihe distribution of duties as provided hy Section 3
hereof.

¢. Delegation of suthority from the Chief of Logistics Yo the
pPersonnsl Office.

d. Allocation of space to pem.t% the CPP to accommodeste additional
persennel. :

8. Transfer of certain personnel from PRR to CPBE.

LFFECTIVE DATE. [ue to the present space situation, it is recommended
that implementation of this proposal be made effective with the avsll~
sbility of additional space for CFB. It 1s sxpected thst this will
coour before 31 July 1953. ‘fowever, if arrangements could be made for
additional space pending the genersl move expected to occur in July,
this proposal could be implewented at an earlier date. ,
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